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DIRECTOW

Acquisitions Department
Room 120 Vilaon Library

933-1120

fl-'-

Bibliographic Servikrei 933-1095

Room 35t4

Asian Rib ,nlier 933-1278

Room 351

Latin AmeriLan 931-3948

Room 3:.2

e.t3Phcr 933-3740
!",i

. Library Ac,.Jounting Department 913-1255
Room 1.,7

N.C. Vni-1 33-2094

rridt11,1 in0 4-13Es Division 91310n7
Room 20:;.-20,,

\

Rese.ixe Reading Room
Reinert R. House Cndergraduate Library 913-1054

SUPPLIES

Cards for submitting typed reqqeststor book orders and orders

for sets are available in the Acquisitions Department. Cards

for standing orders, serials and periodicals "rdering are

availabl to the Periodicals and Ser4als Division.

lit
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DIRECTIONS AND SHORTCUTS
TO BOOK ORDERING

INfRODUCTION

Ordering books in a large university library is not so easy

as one might expect, but red tape is one of the penalties that all
-4.

large. complex crganizatjons must pay. However, means do exist for

butting through the seemingly never-ending maze of red but these

are 'Irequently unknown to individuals who are new to b rdering.

Tile purpose of this guide is to answer quest,ons and to acquaint st.ch

persons with ti) library policies and procedures that have-a direct

bearing on academic departmental hook orders'. (2) the me' miles of

filling out an order card and submitting it for purchase, and (3) labor-

.saving shortcuts that will reduce work and improve service. ihis guide

is especially intended for departmental secretaries and students who

frequently share the responsibilities fo7 checking dealers' catalogues,

typing order cards, and maintaining book records.

"BOOK YEAR" AND FISCAL MATTERS

State appropriated funds are allocated at the beginning of each

academic year by the Administrative Board of the Library. which

designates the amounts to be made available to each subject field.

These fields correspond to the academic disciplines and programs

represented on this campus. The Administrative Board of the Library

/
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CV.
normally allocates funds for six months in order to distribute the

ordering process evenly throughout the year. Carly ordering within

the'allecation period is advantageous to the department to assure that

no funds are allowed to lapse. Pre-publication requests should

avoided unless the offer is from a reputable publisher and the savings

on the pre-publication order are significant. Delayed publications

often result in loss of funds.

The "hook Year" ends on March thirty -tirst. and any request

submitted alter that date is charged against the allocation for the

following fiscal year. the Accounting Department of the Library sends

monthly financial reports to each Departmental Book Chairman for the

month 0: September thrugh Fuhruary and will provide information as

to the sta Is of funds at any time. if requested. Normally. a ten

percent =rr rencumbrance is ..ermitted to cover possible cancellations and

nen-re,-eipt of orders before the one -of -year deadline on March thirty-first.

=Outstanding encumbrances from the previous year are carried forward

at the bc4;innin4 of the new fisLal year on July !frac.

MENAN ICS

Requests for the purchase of hooks are forwarded to the Acquisitions

Department through the Departmental hook Chairman or the Departmental

Librarian.

Reserve book requests should go t;.2 the Reserve Reading Room.

Undergraduate Library.

4.h.ey_funded_rqaufsts (except Reserve Reading Room) should '.=e
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seat to Acquisitions Department,'I20 Wilson Library.

"Recommended Purehase?" (not funded) should he deposited In
the box nrovtded for ou..h requeats in the CireulatifAn
Departmet.:., Wilson Library.

Revestoards ftTr sevrtaX subsi.p.tions should be addressed
.to the Periodicals and Serials Division. Wilson Library.

p.A144440

The Acquisitions igpartment re.-eives three forma of requests

Los orders. the three.ar4 listed here with the minimum treatment

required by the.Vjpartmenfal book Chairman.

1. Heznaar request card. (For sample see inside front
:over.) the request La,:, in .order to be photographed
as 4n order, must bo sharp and' clear. Worn typewriter
ribbons, clogged key$. or blue ink result in faint
,'opv or no eopv at all. Any notations not typewritten
should ho maae in black ink. Vrisatisia.aory or unusable
cards must he returned to the orig1natvr. hook Chairman
shoula supply tuna, location (turLibrary:). approval
initials. and numbet of copios, if more than one.

2. Br quest ards on which are raNted fjemsc.11ereJ from
trade or nationa.1 hihIielrAphies. These items are
sent to the Departmental book Chairman by the i

Bibliographic Servi.:es Section fsee figure one.

i. 01,541rV oi., Congress Proe sliks are distributed regularly
to the Departmental Book Cl irman by the Bibliu raphic
,'ervices eetion. (For sample see inside back cover.)
Fund, location, approval, and quantity are, of : course,
neces4Ary to the processinp, of the request.

Stlte)K "t l
< ',Mr,. I. 4 4 Ak o

^, rte 44 I ,,t. e

. Huth 11.4".!
'.t

110,1
ft, ltt INV't 1110.4 ,PT,hirrn, .44

ltttet 1u01700..41. 1.4
t. 14t 1'v tv1 tv

f p.fp
t ten. , rjr * e

a41 4 e

.tft f 1.1 t, %.,.
; t .

Giostc..1 62:50
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EXPEDITING FACTORS

wrttton lust below the Library address

on the request card indicate speed in, handling, but there Is a difference

in interpretation of the two.torma, "RUST!" is a signal term for the

Acquisitions Department and indicates that the order should go out

iMmdiatelY to obtain a want.ed item tIofot4e it is sold or to procure A

pre-pelic:ation advantage. %VICK" 'tins to expeditious edtalegUing

.upon receipt ut .en item needed for reserve or some other CITIVrgenCY

ASS IMICC 4111 expedite the rvque!it from beginning to end.

if an antiquarian JnAlertri .:atalogu a...4:ompanies the request, it will

not he ne.-4,cary to,piticato "RUSH" on the requegt card sim.e all

au.h 01-,,r are automati,.,411y given rush treatment.

of the ate catalogue beton., re. ue .:arils are typed

gilt tro:uentlY Nave tYpinA any irds. the Iihr3r if to 0%./)

nine of the titles. desired. There have been instances when as high

4N Nev..ntv-fiyv per:ent of the cards suhmittd have turned out to be

Auttwr Lards tor new books .ere tiled immediately into

the catalogue. The' order file in Acquisitions provides a title

t nn order or re,eieed until such time as all cards are filed.

, cards may be brought directly

t. quisMn., Vep4rtment. "Rush" and "Regular" containers

for.requsts are provided there.

should be lent to

Acquigtti,n% until the order is placed. (A request for return et such

i'.vms is to.rupulouslv bonored.;

4
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BEST COPY PlmitiVILE

A Hb:.:.,yrap*:,,, the reverse of the request card

is helpful in speeding the ordering process. This should be the

reference to the source of information, i.e., LAX.,(Feb. 12, 1973),..

203, p. 39.

CATALOGUES SUPPLYING INCONCLUSIVE BIBLIOGRAPHIC DATA

40/
If possible, these should be avoided when ordering new books,

since it is not always possible to determine whether the items are

already in our colle!tion. Reprinting is so prevalent that early
f

reprinted title;* may appear to be new editions. Also some British dealers

promote Auwrican titles without designating place of publication.(From our

viewpoint American titles can be obtained more economically here at home.)

fl RS FROM ANTIQUARIAN DEALER CATALOGUES

Such orders are given top priority because this library is

competing. in m.nv instances,14ith libraries throughout the country

fee 4 Single npy of a title on a fi st-come-first-serve basis.

Catalogues that have been on campus for more than one week are prac-

tically obsolete. All tat will remain are thope items that no other

library or private collector is interescc,i in purchasing. Generally

speakis4., the Library is successful in acquiring only ope in four

titles tram these catalogues. An important fact to remember is that

each order returned with "SOLD" means that all the time and effort

spent ordering the title was wasted and will have to be repeated

eventually in ordering a second title. A telephone call or cable by

the Acquisitions Department can be dfspatched to reserve particularly,

desirable titles.

S
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F+43TOCOPY I NG

Photocopying of a book in head for the library collection is

treated a:- a book,request. The book and request card are presented

to the Acquisitions Department office. All photographic orders should
i

specify the type of copying to be Conc. 1irk aq Edition whether

"M7ROFIL!I,negtative," "MICROFILM; positive," "XEROX" or "DUPLEX" form

is desired. The price ranges from approximately one cent per page for

microfilm negative, to about fifteen cents per page for duplex. /

STANDINCvDRDERS FOR SETS

If volume one Of a title in a set is ordered, the Departmental

Book Chairman may be assured that the Complete work will be received

as volumes are published by typing "STANDINC ORDER" under the library

address at the top of the request card.

HOW TO ORDER A SECOND COPY OF A TITLE

On the back of the order card, write instructions to. the effect

that an added cop):. is being requested, This will prevent the card's

being returned to the department_foi verification and the subsequent delay.

NOW TO ORDER FOR THE LICERGRADUATE LIBRARY .*"

Books which are purchased primarily for undergraduate use may

be.ordered for the Undergraduate Library by filling out the oi,:c.m.enr4.

adding the location "VI." in the "For Library:" space. Thia,as other ti,.

requests, must have the notition'of fund and approval of the Departmental

Book Chairman.

A copy of a title ordered for the rain library may be ordered

6
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BEST COPY riviAILE

for C.L. on the same ordeir1.6u,4dicating "2" in "No. Copies"

space and placing "`lain & U.L'A" in tt.e "'Nor Library:" space,

HOW TO ORDER FOR NESERVE READING COLLECTION

The initial copy of a book needed for the Reserve Reading Collection

and not presently in one of the campus libraries is purchased on

departmental funds. Additional copies, when needed, are purchased

from the Reserve book Fund.

Generally, the initial order card is originated by the Resecve

stall and sent to the professor requesting,the reserve book for his

Departmental Book Chairman's signature. For assistance with reserve

,

book orders, call the Reserve Librarian, Robert H. House Undergraduate

library.

NOTIFICATION OF AVAILABILITY

Once each week the request cards for those books which have peen

received and catalogued are retUrned to the Departmental Book Oha9;elan

with the hope that the person who n,itiated the request will A/ae<totified

that the book has been catalogued and is available. The uest card

bears the assigned call number, et. in case of microp nt,.the microprint

number.

It is possible to reteive notificatIon of the arrival of any

book. If such information is required, the,eequest card should simR1y

fr say, "Notify OA," which is understood by the Acquisitions Department

to mean Notify on Arrival. Furthermore, if a first chance to take

the book from the library after cataloguing is needed, ;he card shduld

indicate, "Hold for....". The Circulation Department will give notice

;

7
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BEST COPv,,iiifolutit3ILE

when the book is available at the Circulation Desk. To make notification

possible in either', case, the namd, telephone, carrel number, or address

must appear at the right on the 'front of the card. This information

may be supplied itn the "series" space.

NOTIFICATION OF CANCELLATIONS

The Acquisitions Department notifies the Departmental Book

Chairman when it becomes necessary or seems advisable to cancel any

/6. order. Some of the factors in determining cancellations are:

1. Conservation:of funds where unreasonable delay of
delivery and payment is evident.

2. Book is out of print and unavailable through regular
channels.

3. Dealer cancels for reasons of his determination.

A cancellation by Acquisitions should never be construed as

final. If a search of the out-of-print market is desired, a new

order should be submitted with the appropriate square "Unavailabre

checked on the back of the card and with the oldlnest card clipped

on. Sometimes information supplied by the dealer is incorrect. If the

Chairman can provide evidence that the book is available, the Acquisitions

Department, given the ,information, will be in a position to press

with conviction for delivery of the order.

EPHEMERAL MATERIAL

Requests fo ephemeral material should be avoided. The cost

of acquiring and cataloguing such material is frequently more than

its actual value.?

8
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HOW TO INITIATE A NEW PERIODICAL SUBSCRIPTION

A request for a new periodical subscription should be placed

on a Serial Order,Card (tigure two), and if the subscription is, to be

charged to the Serials Fund. a Justification ForM must accompany the card.

These forms are available froM the Library Feriodicals and Serials

Division., Instructions on the form should be followed carefully, and the

Order Card should carry no approval signature

. To order a new periodical subscription on departmental funds,

use A Serial Order Card, indicate the fund to be charged, and include

the authorized signature for that fund. Serial Order Cards should be

direted to the Serials Division in Wilson Library for processing.

Back issues of a periodical may be requested by indicating on

the Justif=ication Form that the Library should attempt io acquire

the back file.
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